Create ASN manually (one at a time)

Revised Date: 7-8-13
o Portal Path: Suppliers>Supplier Self Service
1. Click on "Create" in the ASN section
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2. Click on the Purchase Order “Document Number” that one wants to use for creating the ASN.
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| List of Purchase Orders

Bl DocumentMumber % Document Name % Document Date S Stalus H Total Value S Purchase Order No. H
1] AG-3114-P-12-0019 162012 Hew 181,052.00 USD 4100002503

1] 3100002501 AG-3114-P-12-0012-P0001 113002011 Hew 80,202.12 USD 4100002473

1] 3100002360 AG-3114-P-11-0235 091412011 Hew 135,001.05 USD 4100002360

1] 30001723 AG-3114-P-11-0154-P0002 0311612011 In Process 1,513,86260 USD 4100001839

1] 3100001357 AG-3114-P-11-0112-P0001 0210802011 Confirmed 1,132,200.00 USD 4100001598

1] 3100001356 AG-3114-P-11-0111-POON1 0210802011 Confirmed 2,117,880.00 USD 4100001597

1] 3100001334 AG-3114-P-11-0089-PO001 1210812011 In Process 306,180.00 USD 4100001527

1] 3100001188 AG-3116-P-11-0075 1212102010 Hew 254826 USD 4100001441

1] 3100001036 AG-3114-P-11-0023 1110402010 Hew 310,800.00 USD 4100001237
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3. The Purchase Order is displayed.

4. Click on "Create ASN" button to continue the process.
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I Basic Data 7l

Document Number 3100002561
Document Name AG-3J14-P-12-0019
Document Date 0100672012
Purchase Order No 4100002503

Reguested Follow-On Documents  Shipping Motif., Invoice

Status Hew
Award Type Scenario
DoLY ST
I Item Overview 7l
No. Status Product Short Text (Order quantity Required on
1 |Hew 130159 BEEF FINE GROUND FRZ PKG-40/ LB 20,000.000 US pound 48,662.00 USD N2/zerzmz
2 MHew 130159 BEEF FINE GROUND FRZ PKG-40/1 LB 20,000.000 US pound 43,662.00 USD 022812012
1 Hew 130159 BEEF FINE GROUND FRZ PKG-40/1 LB 40,000.000 US pound 93,728.00 USD 022812012
-] foacel_tlof]-| -
Description Preview Message from Purchaser
i Wessage from Purchaser E E|

5.

Enter the following required information:

Delivery Date — Date the load is to be delivered to final destination (unloading appointment date)
Shipping Date- Date the load is to leave the vendor’s warehouse or storage facility

Means of Transportation — Select the appropriate shipping method, i.e., truck, railcar.
Railcar/BOL/Conveyance — Bill of lading number or railcar number etc.

Establishment number — FSIS establishment number — only applies to those vendors that are
operating under Food Safety and Inspection Service, Federal Meat Inspection Act (Livestock-Poultry)

] Process ASN

|~

6100008365

[AG-3114-P-12-0019 ]

Shipping Notif

Document Name

Document Date 04/13/2012

Status Created
Comments Schedule Line

| I [

I Delivery Information =

P ——— e ——

Delivery Date (Expected)
Delivery Time (Expected)
Shipping Date
Shipping Time
Means of Transport -
Railcar /BOL /Conveyanced [ ]
Establishment Number [

No. Product Description Quantity Unit of Measure Purchase Order No. ‘Order ftem
10 130159 BEEF FINE GROUND FRZ PKG-40/ LB 20,000.000 US pound 4100002502 1 o
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6. Once that delivery information is entered, then delete the items (trash icon) that will not be
delivered under this ASN. (Click on trash can icon to delete all applicable PO line items)

ry Information =]

Delivery Date (Expected) 0212372012
Delivery Time (Expected) 06:00

[i

Shipping Date 0216/2012
Shipping Time 07:00
Means of Transport Truck b4

Railcar / BOL /Conveyance ID 1254878
Establishment Number 7284

=
I tem Overview -
MNo. Product Description Quantity Unit of Measure Purchase Order No. Order tem
10 (130158 BEEF FINE GROUND FRZ PKG-40M LB 20,000.000 US pound 4100002503 1 m
20 (130158 BEEF FINE GROUND FRZ PKG-40/1 LB 20,000.000 US pound 4100002503 2 m r
0 (130158 BEEF FINE GROUND FRZ PKG-40M LB 40,000.000 US pound 4100002503 3
= || Paze 28 Delete Itr:m]
I Partner Information -
Partner Number Name Street House No. PostCode  Location Telephone Fax E-mail
Sold-to Party 12000020  USDA Washington
Goods Recipient 4900134  |NC Dept. of Ag and Consumer Services PO BOX 659 27509-0659 BUTNER
Ship-To Address Several
\Vendor Plant 1121283 [CAVINESS BEEF/PALO DURO MEAT-AMARILLO TX 4208 AMARILLO BLVD. EAST 79120-1117 AMARILLO  808-372-5781 [806-373-4061 WBSCM_PRO@sra.com
Shipping Point 1230365  [CAVINESS BEEF/PALO DURO MEAT-AMARIOO TX 4208 AMARILLO BLVD. EAST 79120-1117 AMARIOO  B08-372-5781  |000-000-0000 WBSCM_PRO@sra.com
-

7. After all applicable items have been removed, click on the "Goods Delivered to Recipie-nt" icon.
ol [

I Basic Data =i
Shipping Notif
Document Name [AG-3114-P-12-0019 |
Document Date 04M32012
Status Created
Comments Schedule Line
L] L]

I Delivery Information =

Defivery Date (Expected) 021232012
Delivery Time (Expected) 06:00

Shipping Date

Shipging Time

Means of Transport Truck -

Railcar / BOL /Conveyance D (.

Establishment Number

(o &
No. Product Description Quantity Unit of Measure Purchase Order No. Order tem
10 30158 BEEF FINE GROUND FRZ PKG-40i LB US pound 4100002503 1
20 {30158 BEEF FINE GROUND FRZ PKG-401 LB US pound 4100002503 2 m
- — = m
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9.

If completed correctly, one should see the message "Success Your changes have been adopted
successfully".
Note: The ASN document can be printed by clicking the "Print" button.

Note: The same process will need to be followed for each ASN that needs to be created.
Additionally, if items are not deleted, an ASN will be created for all purchase order items that have
not been deleted. If thatis incorrect, then one must contact WBSCMAMSHelpDesk@ams.usda.gov
and ask for the ASN deleted. Please provide the ASN, PO, and PO line item number.

4 StartPage » Listof Purchase Orders > Display Purchase Order = Display ASN E

@ successYour changes have been adopted successfully

| Display ASN
[ create Invoice | [ Display Document Flow |- Downioad

foes =

Shipping Notif 5100008385

Document Name AG-3J14-P-12-0019

Document Date 0411372012

Status Sent

‘Comments Schedule Line

I Delivery Information =

Delivery Date (Expected) 02/23/2012
Delivery Time (Expected) 06.00
Shipping Date 0211672012

Page 4 of 4



